[Your Full Name]
[Phone Number]
[Email Address]
[LinkedIn Profile URL]

[Date]

[Hiring Manager Name]

[Law Firm or Institution Name]
[Street Address]

[City, State, Zip Code]

Dear [Mr./Ms./Mx. Last Name],
Re: Application for Legal Library Assistant position

[ am writing to express my interest in the Legal Library Assistant position at [Law Firm/Institution
Name] as advertised on [Platform/Company Website]. With my background in [Library
Science/Legal Studies] and my experience in [mention a relevant skill, e.g., legal research
databases or archival management], I am confident in my ability to support your information
management team.

In my previous role at [Previous Employer], I developed a strong proficiency in [List specific
skills: e.g., Westlaw/LexisNexis navigation, cataloging, interlibrary loans, or legislative history
tracking]. I am particularly skilled at organizing complex digital and physical collections and
ensuring that legal staff have rapid access to necessary precedents and statutes. My attention to
detail and understanding of legal confidentiality make me a strong fit for your firm's standards.

I am impressed by [Law Firm/Institution Name]'s reputation for [mention a specific practice area
or achievement]. I am eager to bring my organizational expertise to your library to help maintain
the high level of research support your attorneys require.

Thank you for your time and for considering my application. I look forward to the possibility of

discussing how my technical skills and dedication to information integrity can benefit [Law
Firm/Institution Name].

Sincerely,
[Your Signature (if sending by mail)]

[Your Printed Name]



